
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY tJ% APPLICATION FOR RECORDS RETENTION SCHEDULE 

50 2 28-01 RECORDS MANAGEMENT - DIVISION I 

8 i INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 

! 
Attention: Schedulina Section. I .i 

I I 
1 2/4/85 Post Of f ice Box 2406 ! 8 5 - 5 0  --I_ I 

FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE 
Appligation Number Georgia Por ts  A u t h o r i t y  

Conta i nerPor t  Termi na I 

i -- 
- \ ~ ~ ~ ~ c a t i o n  Date 

, I-- -- 
I Aoolicailon Number Date Haceived Date Completed I Savannah, Georgia 31402 , I ! 125 

i .J A . I y L - L - ~  -~ 
. -  

~ 

-I _ _  
_i 

----- ---- I _ I - - _ _ ~ . - . . - . ~  ._I-..- ~ .____ ~I_~.__ 

: 2 ,  Person to Contact Working Title Telephone Number 
(912) 964-3859 

I .- - .- . _ ~ _ _ _ I  

Conta inerPor t  O f f i c e  Manager 
s_..___ 

1 Joan Mahaney 
1 3. Action Requested 
I 
1 

, . .___ _.__. i 

a. 
5. 

8 Estaoitsn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 
- 1  

I 

i *  
~~ .=:- - - ~ . - ~ ~ n . ~ ~ ~ , p p ! i ~ a ~ a _ n n . N o .  __-_ G!sk_O_?e:-~ Cha2ge~: 0 Supercede: 0 Void 

5, Redrds Series Title (followed by tMe used in office; if different) 

i 
------I 

i 

!, i 
j I 

i 

I Mani fes t  Report F i l e  -- 
What is the function of the Division 5n.d the Cffice in which this record series i s  crea:ed? 

r 1 .  [ja, t r  uf Sericc 
, z.3r:;ej.z Latest 

1981 1 To Date 
, . ~ ..._ " ~ --1____ _-__ - . 

m i i  3nd Wie F w d i m  

The Conta lnerPor t  O f f i c e  mainta ins l i a i s o n  w i t h  a l  I segments o f  sh ipp ing industry; ,  r e g u l a r l y  1 
i deals w' i th sh ipp ing  companies, agents, customs, t r u c k  l ines ,  etc.,  t o  resolve problems 

detr imenta l  t o  t h e  flow o f  operat ions;  receives complaints and suggestions from these 1 groups, analyzes them and determines a c t i o n  t o  be taken. Keeps customers appr ised of 
1 upcoming procedural changes, improvements, new cons t ruc t ion .  
! 

! 

1 

_ _ ~ _ _ _ . I _ _ _ _ _ _ . _  ..i -. _.__. ~ - - - - _ - -  
7. Record Series Dssaipricn This file contains the following Socumeqts (include form numbenand titles. if any):  

Axad,  samples of the file. , I 
! 

i 

i 9xumants reiating to: Import loads from cgnta iner  vessels and I im i ted  breakbulk cargo. ! :  

I amendment repor t ,  when necessary. 1 

i 

1 

I :  ', 

.x:u:ed are: Manifest ,  p r i n t o u t ( a s  a r e s u l t  o f  i npu t ) ,  cover sheet showing 
i vessel discharges, a r r i v a l / d e p a r t u r e  times, loads, discrepancy 

I 
i I 

File is arranged: i A lphabe t i ca l l y  

- 
; Thineen to twenty-four months old 

8. Monthly Reference Rate 

One co six months old 

How often are records referred to which are: 
25 ; Seven to twelve months old 0 1 

twentv-f:ve months and older . o  ? 

i Rate of Accumulationof Remrds ; Other (sperifyl 24 boxes : Leyakize drawers ; Shelves 
~ I 

Letter-size drawers 

aR-50-.?1. Rev. 76 .. . - lover) 
i 

. . . .  ' , :I  

. ~. , . 'C . .  i ~~ 

. .  .. . . . . .~ . . .  



t I 
a. Is this tha official copy of the series? 

If not. where is it? 

b Does the series contain confidential information requiring security handling? If yes, site law or regulation. 

c. Is thisrvital record? i in lines 

e. When one or two documehts in the file make it necessary to keep the entire file for a long period, could these 

If v e m c h  coov. f. fs the i n f o r w o n  c o n t u  in th is seriis eyer o u W d ?  

t I 
I 
I 

Authority Rules to Drotect Eonfidentialitv of d-d by co moetitive 

9 ,i 

! .I 
documents be sch eduled sem ratelv? 

I 
! 

9. I s  the information contained in &is series ever analyzed and/or recorded in a summarized report? 

I ~ 

es in your offiq, or in nother office or agency? 
s. and var ious I 4 nes. / 

=- 

-I ? 

! 
j 

L--- 
' 11, Retention Requirements The following requires the series to be kept: 

I a. State Law years. d. Audit period I- .~ years. -- ~ + i ~~ -~ indefiniXe-.vtsrs. 
i :, F d e r a l  law - 3 ~  years. f. Federal retention instructions -years. 
! 

1 

h, Sta:-t. of : i v q i t j t i q  ~~~ ~~~~ years. - ~ - - e. AjminiJtratiqe need ~~ ~~ ~ 

j ; 
Attach m& cs ?xa?rpt ~f Lw; oi reglJ!ations. Explain administrative need 

~~ P 

; 12. Anorwed Disposition Instruaions This agency recommends that the file series be cut ott ax thb end of each: & 
i 

: 1: 
ORIGINAL DOCUMENTS AND 
COMPUTER PRINTOUTS : f - yeark); then r 
': 'c-.t;-:$r: to Isrs! >aidin4 ? . < a .  hold --.--.year(;): then f 

:Y ~":3nsfe! 10 Sta:e '.::c~ordc, C c n ~ r :  hold ,,--_.~e&(si. then I~ 
82 :>+jtry, , 
'2 .<:3c:fc?- !o &a:? Archives fcr permanent retention. 1 
MICROFICHE: ~- 

0 Calendar Year: 0 Fiscal Year; @ Other then, 

Hold in the current filesare3 6 m o n t h ( s )  
I 
I 

1 

i Citrer .sp?c;fi/ 

I Hold in current files area until no longer needed for reference; then 
destroy. 

f 

I 

I 

1 These instructions apply to a l l  prior and future accumulations of the series. 

nagement Ojficer (Signature) Dqe , Agency H C -  Date Re , I I N N 

Recommendations in para- 
graph 12 are approved. 
(If d,gpbroved, attach letter 


